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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
e RECGRDS MANAGEMENT DIVISION

INSTRUCTIONS. See Pubhmunn No. 76—-RM=1 for instructions on completing this form. Forward signed original 1o

Deparunent of Archives and History, Records Manag!mmt Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Ansnition: Smedulung&mon . _

FOR AGENCY USE 1. Agency Address : 7 FOR RECORDS MANAGEMENT USE

Aggiication Date ' Application Numbe

ol Department of Offender Rehabilitation \ ES C% '

Probation Services Division -

Apgplication Number , #$2 M_L..K. Jr. Drive-East Tower . $ET Date Compiatad

. Atlanta, GA 30334 @ 2 1984 NOV 291884

= _m_.— ———
2. Person to Contact - : Working Tite Tclq;hom Numbef
Busan Davis - . Records Management Officer 6565561

3. Action Requestad

8. {J Estabiisnh Retsntion Schodule, renord will continue to accumuian
b. O Dispose of present accumulation; no turther accumulation anticipated.

e g mend Application No,

[3-Supercede; O Void

4. Dates of Serias 5. Roeotd:SumTith {followedby moadmoﬂm,dd:ffarent)

Earliest Latest

1956 ‘lPresent Probationer Case History Files (AGENCY-WIDE COMMON SCHEDULE)

6. Diviﬁuri and Ofﬁur Function = What is the function of the Division and the Office in which this record series is creatad?

Proﬁhtion Services Division provides professional services to the criminal justice

system for the protection of the community ai large. Professional services is directed
~ toward affecting the social adjustment of probationers, and through the systematic

implementation of such intervention strategies as surveillance, counseling, referral,
“and collection of fines, restitution and/or court costs.

7. Record Serias Description This file contains the follamng document: {hdudo fam: wmbers and tittes, if any):
: ‘ T Amd'lamptesofthcf'h .

Dacuments relating to: - Recording supervision and progress of probatloners assigned to
- ' ' State Probation Qffices. i
Included are: Individual case folders for each probationer containing supervision
. data sheets; "Case History/Field Sheet" C.B.S.; Screening Form; Order
' of Probation; pre-sentence and/or post-sentence investigaiton reports:;
correspondence; ledger sheets/account statements showing receipt
and disbursement of payments made by probationers.

1

File is arranged: AlphabeticalLy by name of probationer.

8. Monthiy Refarence Rats Fiow oftan are records referred 1o which are:

Onetosixmonthsold .3 ; Seven tu twelve monthsold —_2_____; Thirteen to twenty-four manths oid 1 .
twantv -Five months and oldar ? :

Annmi Rate of Accomulation of Records
Lmqr-ﬂzqd-awm > Legal-size drawers :Shefves.___.Oﬂmfmfwvarles from office
o E L e L - to office

AB_RA_94: Ba. R T— e e e e




ves ] NG | 10. mm:m {_Piaé! an_*"X" in the proper doh'.nh;':ﬂ: o T o i
a. Is this the official copy of the sevies? . oA
X ...l nat, where is it? -
X b. Does the serias contain confidential mfurmatfon rcqmﬂng security hand!mg? If yes, cite law or regulation.
_ GA. Code 42-8-40 i
X | & I this a vital record?
X | d. Does this series have hmanal or fongterm research value?
X 8. When one or two documents in the file make it necessary to laeptr- entire file for a long period, could these
_doguments be scheduyled separataly? ,
X hmmmmmw
X g. Isthe information contained in this saries ever malyzod and/or recorded in » summarized report?
Hvesattachcooyv, . .
X h. Isthers a dupheenon of this sarias in your office, of in another office or agency? o
x —
11. Aatention Requinnmants - The following reguires the serias to be kept:
‘s Statelaw - years, 4. Audit period _ _yesrs.
b. Statute of limitation ‘ : years, . s. Administrative nesd 4 _yesrs,
¢. Fedaral law : yesrs, §. Federal retention instructions Y

Ameh CORY Of excert of laws or requiations. Explain sdministrative need.
Piles are needed for continuing reference as long as probationer is on probatlon.
Inactive files are needed for four years with the exceptlon of the File Index Card

This card records all the 1Eformat10n contalned in the Probatlon Case Hlstory File”
and .is kept permanently. =

12, Approvad Disposition Instructioms This agnnw racommnr_:ds ﬂm tha file series be cut off at the and of uch.
) " 7 'O Calendar Year; O Fiscal Year; Kl Other ___Sece Below than,

monthis) year(s); then
year(s); then

yearis); then

3 Hold in the currant files ares

O Transfer to local holding area; hald
" Transfer to Snte Records Centsr; hold

Q Oestroy.

O Trensfer to Stats Archives for permanaent retantion.

3 Ovwr (Specify)

Upon fulfillment of terms of probatlon, or upon release by the court prior to
the terminationof the period thereof, remove corresponding probationer's case
folder from active file and place in inactive file; cut off inactive file at
end of each calendar year; then transfer to local holdlng area; hold 4 years;

then destroy.

Thes instructions apply to atl prior and future accumulations of the series.

Data .Rceorﬂs Managemaent Officer {S@nm) Date
: {
M@&Z@L___ el
State Records Committes (Signature/ ) Date

Recommendations in pera- T
graph 12 are approved. State Auditor/Designes f }Q%A\ : (- $-%4

{If disspproved, attach letter

q( explanation.) Secretary of State/Designes

A;:mrnav General/Designes

- . =
AR-E0-71: Aev, 76




S Dl-s771 2

: ) OFFICE OF SECHETART OF STATE
. - ST:FTE Application for DEPARTRENT OF ARCHIVEA & EISTORY PAGE
céomia  RECORDS DISPOSITION STANDARD  ascorow massomasr vrvesson '

] ,Aveiicstica Date TRSTRUCTIONS: Ses asparats imstructione for cospletion sf[§ FOR RECORDS MANAGEMENT DIVISION USE

May 17, 1972

;! .lgoncy Application No.

Date Recelved Applicatice We. Date Completed

MAY 31 1972'[5-—5; JUN 1 g7

Permom to Contact
-

frent and reverse of this form. Sign original and two copies
nd foreard to Department of Arckives and Wistory, Attention:

socrds Managetent Officer.

3 _IG!IC?. Division, iuh#lvi;!ou & Adminiptering Office Address
State Igrobati.on Department

821 Trinity-Washington Bldg. e
*  Atflanta, Georgia 30334 ° -“Office Supv. b -656-2977

~7.ACTION REQUESTED - — -

ESTABLISH DISPOSITION STANDARD; D DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. KO FURTHER ACCUMULATION ANTICIPATED.

5 Inclusive Daten 9 EIACT SERIES TITLE
- *

Individual Probationer Folder Files

Mrs. Viva Jones

LO0.

What is the Functiom of the office {n which rhis record series is created
These records accumulate in the sixty local and area probation offices which are under
the supervision of the State Probation Department and are created as a result of
carrying out (but not limited to} the following activities: (1) Serving as a system for
probation for county courts in the State, (2) Supervising probationers. (3) Making
pre-sentence investigations at the request of Judges. (4) Collecting funds from
probationers on fines, court costs, restitution or child support imposed, and disburking
such funds to the appropriate receiving agencies. {5) Counseling probationer and
family to assist in the rehabilitation of an offender, (6) Job placement and other
activities. (7) Recommending revocation of probation., (8) Making tnonthly reports
and keeping statistics,

[] ] ,DESCRIPTION OF SERIES - Include Porm Wo. b Form Title. if 2T gud file arrangemeat
. . g

Inactive individual probationer folder files - Each probationer folder file will include
the following: Legal-size file folder, Form 1 (Case History), Form 2 (Copy of Order
of Probation), Form 3 (Presentence Report, if made), and copies of correspondence
to or about the probationer,

(Samples attached)

T S R et
2 » EQUIMNINT GCCUPIED Bo. of Dravers Cu. Ft. of Re:ord-_l Wo. of Drawsrs Cu. Ft. of Records

ANFUAL RATE OF ACCUMULATION
Letter-size File Dravars

In Office(sn) In Storage Areals)

hia Last PrecedingAll Prior
Year ‘s Tear's Year's Years'
R

Legal-slze File Dravers Fioor Space Dccupled (Square Feet)

AVERAGE DAILY REFERENCES

. Form: AR-350-71




lT._Does the series document p011c1es and procedures of agency's operation or funection? [] ~ []

QUESTIONNAIRE Place &n "2" in the proper column. If ansver is "YES," pleawe expimin - ,' Y:E_S__J:'No

N e

13. Is this the Record Copy of the series? ' ' v. [

14. Is there a duplication of this series in another office or agency? ot T 1

15. Is the information contained in this series ever summarlzed or published?(See M 1]
. attached) '

16. Does the series contain classified information requlrlng security handllng° R ‘[I 11

18. Could the function be performed if the files were 1ost or destroyed? . 7 1] [j
19. Is the series (or ﬁajor portion of it) regularly microfilmed? If yes, why? {1 11
20. Does the record series provide data as input to an EDPrfile° _ (1 M
21. Does the record series contain documentatlen p;oduced as Eﬁf-preetout? o 0] []
22. Is the series affected by Federal or grant funds? e ) (1 I-
23. Will there be a need fbr thse reeons 10, _15 years fgom,noyi If yeé, e@eﬁ? L E] [1
N - - - ) R - }
2k, REQUIREMENTS The fOIIOW1né ?equ1res the flles to be kept ...5 . years :
';'.[JSTATE b.[JSTATUTE OF c.[]A . _d.__[]FEDEB!_\L e. P}'ADMINISTRATIVE f. [ JHISTORICAL
LAK ‘ LIMITATION ng oD - LAW DECISION : VALUE

(Czq?éﬁgéaft?t*te, or other reason fbr the retentzon requtfement)

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

of each -[]CALENDAR YEAR -[]FISCAL YEAR -[JOTHER Upon termination of probation,then:
transfer to inactive file
A.[]De%§§oy immediately after cut off. ( ) 5 ( )
B old in turrent files area month(s)/ > fear(s), then:-
2 Wpestroys T T Lo
2 [}Pransfer té6 records center; hold year(s) thén: --
Destroy. . .

3 {]Destroy after audit {or ____year{s) after audit).
C.{JHold in current files area indefinitely.
D.[]Hold in current files area {___year(s), then transfer to Archives permsnently.
E.[]other :

(Iﬁdicate briefly rationale for recommendations above/or write additional remarks):

" .
= rd- Managena=-t Office Date’
% %v_/ S-30-7 31—

Attach Samples of- the Series

26. : I35 ad
Recommendations []Approvéd [IDisapproved LM‘“M
: 3 mmxmxx Depy. of Audits[P**
in Paragraph 25 proved [IDisapproved e
ﬂ;\) ] BY-Telary of Btate s ea Data
are: (A proved [IDisapproved 7/ l&- /-7
WX P L.
i [ﬂ'(pproved [IDisapproved - z”‘/“7

vt/




* Section 15;

All of the information contained in these folder files are summarized and kept
on the Field Index cards (Forms 22 and 22a) and Field Book Sheets {(Form 6
and 6a), These two (2) sets of forms (Field Index Cards and Field Book Sheets
6 and 6a) will be kept permanently on each probationer. The original Order of
Probation is filed on permanent record in the Clerk of Court's office

{ Copies of forms described above are attached)




